G\ LCTRA

DUTY STATEMENT Career Training | Quality Products | Changed Lives

1. Institution/Division/Office:
Central Office/Executive

2. Enterprise/Unit:
Office of Legal Counsel (OLC)

3. Classification Title:

Attorney |

4. Working Title:
Attorney |

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:
063-022-5778-002 R02 SE (Exempt) Sacramento

9. Tenure: 10. Time Base:

Permanent Full-Time

11. License Requirement: 12. Endorsement Requirement:

N/A - Not Applicable N/A

13. Retirement Category: 14. Work Schedule:

Industrial Flexible schedule, part time telework available
15. Incumbent Name (If known): 15a. Effective Date:

Vacant

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

Under the direction of the Chief Counsel, performs a wide range of legal assignments within the
Office of Legal Counsel (OLC). Must be able to learn and competently perform confidential and
sensitive legal work for CALCTRA in a variety of subject matter areas, including constitutional,
correctional, employment, civil service, health and safety, public contracting, administrative,
and privacy law. Must maintain collaborative working relationship with OLC co-workers,
Correctional Training and Rehabilitation Board (CTRB) Members and staff, CALCTRA
executives and staff, California Department of Corrections and Rehabilitation and California
Correctional Health Care Services (CCHCS) executives and staff, incarcerated individuals
participating in CALCTRA programs, as well as with members of the public and other
stakeholders. Must act with a high ethical standard and remain in good standing with the
California State Bar at all times.

17. Percentage (%) of | 18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
time performing each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.
duties:

ESSENTIAL FUNCTIONS

In less complex personnel matters, provides research, analysis, legal advice
and related legal services regarding performance management/progressive
discipline issues and employment issues, including Equal Employment
Opportunity (e.g. discrimination, harassment, retaliation claims) and Return to
o Work (e.g., workers' compensation, reasonable accommodation, protected
35% leave) issues. Assists more senior attorneys in representing CALCTRA in all
phases of investigative and administrative proceedings related to these
matters, including by or before the Equal Employment Opportunity
Commission, California Civil Rights Office, State Personnel Board, and
California Department of Human Resources. Negotiates and drafts settlement
agreements.

(Essential Functions Continued on Page 2)
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17. Percentage (%) of
time performing
duties:

15%

15%

10%

10%

5%

5%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

Provides research, analysis, legal advice and related legal services in a
variety of matters involving privacy laws. Assists the Chief Counsel,
CALCTRA Public Records Coordinator, and/or Litigation Coordinator with
responding to Public Record Act requests, third party subpoenas,
administrative audits, including but not limited to asserting appropriate
objections and exemptions, identifying and reviewing responsive records,
gathering relevant information and documentation and drafting responses.

Monitors and provides legal advice to CALCTRA/CTRB with respect to civil
and/or criminal litigation matters. Ensure appropriate litigation holds put in
place. Assist outside litigation counsel with defense, including but not limited
to litigation strategy, settlement strategy and negotiations, evidence gathering,
responding to discovery, dispositive motions, trial preparation, and trials.
Audits outside counsel legal bills. Reviews and approves settlement
agreements. Advises CALCTRA/CTRB regarding any relevant orders,
injunctions, and judgments.

Provides research, analysis, legal advice and related legal services regarding
Department of Industrial Relations, Divisions of Occupational Safety and
Health (OSHA) regulations and requirements, including responses to OSHA
requests for information and advice with respect to OSHA investigations and
citations.  Assists more senior attorneys in representing CALCTRA at
administrative hearings before the Occupational Safety and Health Appeals
Board.

Provides research, analysis, legal advice and related legal services regarding
public contracting and other contracting issues, including but not limited to
issues involving the Public Contracting Code, Joint Venture Partnership
agreements, and Interagency Agreements. Negotiates and drafts settlement
agreements.

Provides research, analysis, legal advice and related legal services to
CALCTRA/CTRB, and their employees who are sued in small claims court,
including but not limited to monitoring all deadlines, drafting objections and
pleadings, formulating litigation, settlement, and trial strategy, assisting in
preparation of individual defendant/client representative for oral argument at
hearing and to defend themselves in trial, attend hearings and trial to monitor
proceedings. Advise CALCTRA/CTRB with respect to any proposed
settlement, judgments and appeals.

Miscellaneous research, analysis, legal advice and related legal services as
directed by the Chief Counsel.

(Marginal Functions on Page 3)
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17. Percentage (%) of | 18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
time performing each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.
duties:

Participates in interdivisional task teams as assigned. Assist in the
development of OLC policies and procedures and OLC compliance with State

5%
Records Management Act.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

Performance other related legal duties as required to fulfill CALCTRA's statutory mandate,
mission, goals, and objectives. Statewide travel may be required. Additional duties may
include, but are not limited to: assisting where needed within OLC, complying with general
State and CALCZTRA administrative reporting (i.e. completion of timesheets, project time
reporting, travel requests, travel expense claims, work plans, training requests, etc.), attending
staff meetings, providing assistance to CALCTRA's other attorneys and OLC staff, developing
and providing training to CALCTRA staff in areas related to federal and state constitutions,
statutes and regulations and local ordinances, and providing backup coverage for OLC staff
when they are out of office.

DUTY STATEMENT

SPECIAL REQUIREMENTS

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated
individuals, visitors, non-employees, and employees shall be made aware of this.

19. Supervisor Statement: “/ have discussed the duties of the position with the employee”.

20. Date Supervisor Provided Employee with a Copy of this Duty Statement:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE:
PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Julie Harlan

HR APPROVAL:

NL 7/16/2026
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	16 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the direction of the Chief Counsel, performs a wide range of legal assignments within the Office of Legal Counsel (OLC).  Must be able to learn and competently perform confidential and sensitive legal work for CALCTRA in a variety of subject matter areas, including constitutional, correctional, employment, civil service, health and safety, public contracting, administrative, and privacy law.  Must maintain collaborative working relationship with OLC co-workers, Correctional Training and Rehabilitation Board (CTRB) Members and staff, CALCTRA executives and staff, California Department of Corrections and Rehabilitation and California Correctional Health Care Services (CCHCS) executives and staff, incarcerated individuals participating in CALCTRA programs, as well as with members of the public and other stakeholders.  Must act with a high ethical standard and remain in good standing with the California State Bar at all times.
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	 Essential Functions: In less complex personnel matters, provides research, analysis, legal advice and related legal services regarding performance management/progressive discipline issues and employment issues, including Equal Employment Opportunity (e.g. discrimination, harassment, retaliation claims)  and Return to Work (e.g.,  workers' compensation, reasonable accommodation, protected leave) issues. Assists more senior attorneys in representing CALCTRA in all phases of investigative and administrative proceedings related to these matters, including by or before the Equal Employment Opportunity Commission, California Civil Rights Office, State Personnel Board, and California Department of Human Resources.  Negotiates and drafts settlement agreements.
 
 
	 Essential Functions1: Provides research, analysis, legal advice and related legal services in a variety of matters involving privacy laws. Assists the Chief Counsel, CALCTRA Public Records Coordinator, and/or Litigation Coordinator with responding to Public Record Act requests, third party subpoenas, administrative audits, including but not limited to asserting appropriate objections and exemptions, identifying and reviewing responsive records, gathering relevant information and documentation and drafting responses.  
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Provides research, analysis, legal advice and related legal services to CALCTRA/CTRB, and their employees who are sued in small claims court, including but not limited to monitoring all deadlines, drafting objections and pleadings, formulating litigation, settlement, and trial strategy, assisting in preparation of individual defendant/client representative for oral argument at hearing and to defend themselves in trial, attend hearings and trial to monitor proceedings. Advise CALCTRA/CTRB with respect to any proposed settlement, judgments and appeals.  
Miscellaneous research, analysis, legal advice and related legal services as directed by the Chief Counsel.  
 
 
	 Marginal Functions: Participates in interdivisional task teams as assigned. Assist in the development of OLC policies and procedures and OLC compliance with State Records Management Act.
 

	Text1: Performance other related legal duties as required to fulfill CALCTRA's statutory mandate, mission, goals, and objectives.  Statewide travel may be required.  Additional duties may include, but are not limited to: assisting where needed within OLC, complying with general State and CALCZTRA administrative reporting (i.e. completion of timesheets, project time reporting, travel requests, travel expense claims, work plans, training requests, etc.), attending staff meetings, providing assistance to CALCTRA's other attorneys and OLC staff, developing and providing training to CALCTRA staff in areas related to federal and state constitutions, statutes and regulations and local ordinances, and providing backup coverage for OLC staff when they are out of office.
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